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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

IN‘STRUCTIONS See Pubhcatlon No. 76—RM-1 for instructions on completing this form. Forward signed orlgmai to

Department of Archives and History, Records Management Dmsuon 330 Capitoi Avenue, Atlanta Georg:a 30334,
Attention: Scheduling Section.

P T T

_FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
APD“CE"C’" Date Stone Mountain Memorial Association Application Number
Stone Mountain Inn and Restaurant 78- ‘Go
Applicé;ion Number 1; «0. Box 712 30086 h Date Recaived Date Completed
- tone Mountain, Ga.
2 Person to Contact Working Title N Telephone Nafnbeu: i
John Cape ' Bookkeeper 469-~3311 ext, 164

3. Actlon Requested
a. Estaniisn Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated.

¢. [0 Amend Application No, Check One: O] Change; O Supercede; OO Void

4. Datss of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

1972 | To Date Inn/Restaurant Daily Financial Audit Reports (Night Auditor's Report)r

6. Division and Oﬂrc’e Function What is the function of the Division and the Ofﬁce in which this record series is created?

The Stone Mountain Inn and Restaurant provides lodging accommodations, meals,
entertainment, and various personal services to the public. Meals are served
to resident guests of the Inn and the general public, singly or in groups, and
also for conventions, banguets and receptions;' The Restaurant also caters for
private parties held in the Park, but not in the Inn itself.

7. Record Series Description This file contains the following documents (include form numbers and titles, if any).; |
: Attach samples of the file.

Documents relating to: auditing revenues received by both the inn and restaurant on a daily basis.,

Included are: (See attached)
File is arranggd: chronologically by date of audit,

| 8. Monthly Reference Rate How often are records referred to which are:
One to six monthsold .89 ____; Seven to tweive months old _1_(1____: Thirteen to twenty-four months old Seldom
“twenty-five months and older - ? 7 ‘ .

(9. Annual Rata of Accuml.q_aztron of Rerords T
Letter'sue drawers —. ;Legal-sizedrawers __~_ - _-Shelves ___ . . ____;Other (specify) e
E v o LY [ - .
AR-—%0-71; Rav.76 < {(Over) N = e
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igg ' NO _| 10. Qdestionnaire {Place an X" in thep(gper co[_gnlrﬂ___ * . £ { _-‘-_ - : N
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a. Is this the official copy of the series?
X | -} not, where is it? L

‘be Does the series contain confldentlal information requmng secunty handhng? If yes nte law or regulation.

: ""’:"'}

e s e, )

B o - —

£
i

¢ ls thls a vital record?

X .
X _d. Does this series have hlstoncal or long term research value?

o m . rrrn, s,

e, When ona or two documents in the file make it necessary to keep the entire file for a long period, could these

. § 1 documents be scheduled separatelv?

{ _il _ls this series (or 2 major portion of t) reqularly microfilmed? ..

R 1f yes. where? Partial dupication in Comptroller s Offlce.

I B LWEM&MH&[&UUJMA_& x_e,s. attach copy. , I
ln’:hé information’ contained i in this series ever a ze% o rec I ed in a summa énzgd rtigoit
X - _If vés. attach copy, Summarized 1in annu u e periforme otte, Haskin, and
% h Is there a duplication of this series in your office, or in another of'fcce or agency? Sells.

"_i._Does the record series result in a computer printout?
11. Retention Requirements The following requnres the series to be kept:

| Agency Hya

" State Records Committee (Signature)

" Date

a. State Law 3 years. ' d Audut penod ' : , l .years.
b. Statute of timitation 0 . _vears. e, Administrative need A —.years.
c. Federal law o 0 .. years. f. Federal retention instructions 0 years.
Attach copy or excerpt of Jaws or regulations. Explain administrative need.
Georgia Code 92-3428a Public Revenue, Sales and Use Taxes = 3 year retention period.
12. Aporaved 'B]Sposltnon Instructtons ~ This? agency recommends that the file series be cut o'rf at the end of each . ]
n- - - EXCalendar Year; O F:scal vear; (O Other _ I ——then,
Hold in the current files area 6.#.. month(s) —_— vear{s): then |
B Transfer to local holding area, hold _.-?.,;L_.._.__year(s): then
0 Transfer to State Records Center; hold e —Year(s); then
& Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify}
These instructions apply to all prior and future accumulations of the series.
_wl-lw_alh[;;i;;é (#fgpaﬁre) ___Date Records Management Officer {Signature) Date
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graph 12 are approved. State Aygitor/Designee < g. - F’ 7 ?
{If disapproved, attach letter B 7 S
of explanation.) Secreta tate/Designee y - Lf - -
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ATTACHMENT |

A

Stone Mountain Memorial Association
"Inn/Restaurant Daily Financial Audit Reports™

item 7.-

Included are: "Daily Restaurant Reports" (form SMI(R)-jc78125), which lists daily
sales and receipts; "Room Charge Audit Reports" (form SMI/M 1075285), which lists
room number, occupant, and charge; "Daily Gratuity Report" (form SMI/R/076023),
which lists guest name, employee, and amount of gratuity; "Dining Room Cashier
Report" (form SMI/R/076365), which lists cash and charge sales, corrected sales,
deposit and total sales; "Gifts and Sundries Daily Cash Report" (form In 1X (4/78),
which lists ending and open reading, cash and credit sales, and total sales;

"Guest Check Control" (no form number), which lists each guest check number and

the employee who wrote the check for the day; "Missing Check Report" (form SMI(R)
077146}, which lists each check number that is missing, name of employee check
issued to, and action taken; "Daily Folio Control Sheet" (no form number), which
lists each room number of inn, and guests folio number and name; "Night Auditor's
Machine Balance Report" (no form number), which lists each department of inn,
description of action, total debits and credits, and machine balance; "Cash Report"
{no form number), which lists classification of item, net totals, machine totals,
and deposit amount; also included are the cash register tapes from each register
for the day. :




